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... but we can make your 
present L C Smiths outlast the war! 


TEN TIPS FOR TYPISTS 


to make typewriters last longer 


DO DAILY 


1. Brush erasures and dirt on typebars towards front part of machine. 
2. Clean type withcloth orbrushs/ightly moistened with cleaning fluid. 
3. Move carriage to extreme right, clean carriage rails. Reverse 
operation. 

. Brush dust from typebars. 

. Always cover machine when not in use. 


DO REGULARLY 


Prevent paper slipping by cleaning rubber rollers with cloth 
slightly moistened with cleaning fluid. 

- Remove roller and brush out particles of dirt. 

Save roller by inserting 2 sheets at a time. Use backing sheet over 
and over to conserve paper. 

Keep particles from falling into machine by moving carriage to 
extreme ends when erasing. 

Change ribbons correctly. Jiggle or tap them lightly. Never force 
them on shaft. 

















NEVER OIL YOUR TYPEWRITER... LEAVE OILING TO SERVICEMAN cement 
L C SMITH & CORONA TYPEWRITERS INC SYRACUSE N Y 


Smith - Gerens 
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IN JAVA BEFORE THE INVASION 


Experiences of a Greggite from Batavia who had been working as a 
secretary in the East Indies, and glimpses of life as it was there 


By ELS VAN WILPE 


UT it’s all so wonderful, so romantic 
B and glamorous.” I sat straight up in 
my chair. I know that my eyes re 
vealed my astonishment. “Just as soon as the 
var is over and the Japs are driven out of 
Java, I'm going there. I promise you I am.” 
You would never guess who told me that or 
where it was said. In Hollywood, from a 
twenty-two-year-old girl who is secretary to 
i movie director at one ot the large studios 
She is pretty as a picture, an expert typist, 
ul her last year in business college in San 
rancisco she won a Grecc Writer shorthand 
and transcription prize. I had been telling 
her about my secretarial course in Amsterdam, 
w I had gone out to Java and worked at 
Batavia, the capital of the Dutch East Indies 
\nd, of course, how I escaped and came to 
the United States atter the battle of the Java 
Sea and the Japs landed on our Island 
The oddest part about it all—ever since | 
finished business school, I had felt that the 
st glamorous job in the world would hb 
rking for movie people in Hollywood! | 
still think it would be a pretty good place 1 
rk, vet I have decided that after the war 
return to Java 


PHERE is a fascination about th tropics 
ind especially Java, that I can't explain. No 
matter how kind and hospitable your foster 
untry, Java seems to grow on you as soon 
is you are away trom it. I[ will never forget 
hen I was in commercial school in Amster 
lam, how one of our shorthand instructors 
ried as she told us about her former job i: 
Batavia (Java), and how her one hope was 
that she 
family’s business so that she could return 
there to live the rest of her days. I think it 
vas right then that I made up my mind | 


could arrange her own and her 


as going to the East Indies to work 
When I took my business course, I learned 


the “Groote” system of shorthand. This sys- 
tem was introduced in Holland by a lieutenant 
in the early "90s. Originally it was for Dutch 
only, but shortly after being introduced, ab 
breviations for English, French, and German 
were perfected. 

\ private secretarial course in Holland 
(this before the German invasion) demanded 
that a student learn to take dictation in Dutch, 
English, French, and German Also to be 
able to handle business correspondence in the 
four languages Taking dictation in four 
languages is “tricky,” until you have done a 
good deal of it. Then it is very simple 


AFTER I finished my course and went to 
lava to work, I took all of my dictation in 
Dutch and then translated to the different 
languages required. I did this because the 
man I worked for always dictated in Dutch 
| was with an export-import firm. When | 
was given a letter, usually my boss would 
say, “Let’s have that to our office in Berlin, 
Paris, London, New York, and Amsterdatn.” 
| would then take my Dutch notes and write, 
first, the letter for Amsterdam. Next, the let 
ter to Berlin—then the one to Paris. When 
[ had finished those three, I would do th 
letters for London and New York 

However, after I had been in Java a short 
time, I changed jobs, and went to work tor a 
British firm Most of our letters were in 
-nglish—inter-communication verifications of 
cables between the Batavia branch and ow 
wome office in London 

On this job I met a girl who used the Gregg 
system. I learned Gregg from her and found 
it much better, and while I was with this firm 
I used Gregg 

She had copies of the Manual, Speed Studies, 
and Speed Building. These three books were 
the only Gregg publications I had ever seen 
until I came to the United States. But right 
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then, in Java, I made up my mind sometime 
I was going to own a Gregg library, complete. 
And, thanks to a temporary boss in Los An- 
geles, where I was doing some “fill-in” work, 
I now own Functional Method and the Phrase 
Book. 

I was greatly interested to learn of the 
course in Japanese. I have a slight speaking 
knowledge of the language, and while there 
never will be a people in this world that | 
hate more deeply, I am thinking of learning 
to take Japanese dictation. In Java, such an 
accomplishment would have been of great 
value to me 


BUT back to my experiences in the East 
Indies! Three years ago I changed jobs again 
This time to another export-import firm 
World War II had started. All business was 
much different, and it was changing con- 
stantly I used my Gregg for English and 
‘Groote” for Dutch and translations. This 
method served me well and I continued to do 
my translations from my Dutch notes, except 
into English 

One of the men in this firm was from th 
United States. He was born in New York 
City. After college he went to Australia and 
then came to Java. I did not take dictation 
from this man often, but when I did, I always 
used my Gregg, making the translations from 
my English notes to the languages required 
This was always a mystery to my part-time 
New York boss and he would stand at my 
desk, watching me write the different letters 
he had dictated. “How you do it is beyond 
me,” he would say, and scratch his head. “If 
there’s a crazier country than this one, I've 
never heard of it.” 

I think it is generally true that Java is a 
“crazy” country to most of the foreigners 
there except the Dutchman. He seems to have 
a natural affinity for it 


THE seat of the Dutch Colonial government 
for the East Indies is Java. The island has an 
extreme length of about 600 miles, and in 
width, ranges from 40 to 125 miles. There 
are forty-three volcanoes on the island, a few 
Scenes in Java (Dutch East Indies) of them active The rivers are small but 
. er . : : become torrents in the rainy season. The 
Top: Central Station in residential quarter of : 
“Weltevreden,” Batavia, showing horsedrawn “sa- 
dos” waiting for a load of native passengers. , : 
(Auto parking lot in front of station is just night. Java has two seasons: West Monsoon, 
outside picture.) Center: U. S. Consulate, Sour- the rainy time, and East Monsoon. In United 
abaya, East Java. Below: Traffic waiting for States I hear so often the excuse: “But this 


passing of electric interurban, near Batavia. js our very worst season.” In Java “our very 


year-round temperature will average about 88 
in the daytime and a few degrees cooler at 


Across page, top: Thoroughfare in Sourabaya. worst season” comes in November and is 
Center: Modern dwelling built for European or called the “kentering,” a Dutch word, mean- 
American residents, to provide maximum shade 
(wide windows and doors admit every breeze: 
high roof creates aircushion against hot sun). 
Bottom: “Hotel des Indies,” best-known hotel in 
Pacific area, where big social events are held. Y- It is very many! 


ing the time just before the West Monsoon 
starts. I do not know in degrees the tem- 
perature, but in perspiration drops, I can tell 
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vacation dur- 
the 
resort to 


icky is the girl who has het 
,r the “kentering” 
The 


ng ¢ into 
[jigombong, about 70 miles 


and can go 


mountains. nearest mountain 


Some 


atavia 1S 
of the l 
Tjigombong a and 
cool there and there look 
it over the mountains and a beautiful lak« 


The 


Islanders would object to calling 
but it is 


cabins 


my 
resort, lovely 


are which 


mountains rise to a height of 12,000 feet 


and are clothed with luxuriant foliage of the 
tropics, up to 9000 or 10,000. 
The census in 1930 showed the population 


of Java and Madura to be 42 million. Th 
natives, of course, belong to the Malay race 
The Madurese in the eastern part of the 
id, the Sundanese, living in the western 


part, and the Javanese proper in the central 


part. Most of the natives are Mohammedans 
S| PPOSE that vou are tresh trom comn 
cial school in Holland. You arrive in the 
apital of Java. Batavia is a city of 600,000 
population, 50,000 Dutch and foreigners, and 
remainder natives. Your first task, after 
u have obtained your job, is to learn the 
native language The natives do not speak 
Dutch. You must speak to them in their own 
ngue. That is required 
You are a TOTOK—a newcomer to the 
Indies If you know your languages, you 
vill get a job at from 75 to 125 guilders. (180 


Dutch guilders are equal to 100 United States’ 


irs, or was before the Jap invasion—yout 


guess is as good as mine about anything in 
lava now since the Japs are in power.) The 
minimum qualifications for this job would 
probably be shorthand, English, and Dutch. 
If you were fortunate in landing a job with 
ne of the better firms, you would be given 
free medical service and the promise of free 
issage from Java to Holland and return on 
a mail boat after you had been there six to 
ight years. You could expect a raise of 25 
glds. the first year and 10 the second, and 


I WOULD say the averag salary for a girl 
in Java, 
a good 
he 


more years’ experience 
175 gids 

no Dutch 
But it is still the 
When you reach 


with two or 
vould be around 


salary, of which 


This is 
girl need 
ashamed salary of a 
200 gids., you 
an begin to call yourself a secretary. But for 

it amount can work 


hours and forego many personal engagements. 


stenographer. 


you expect to long 


At 200 gids. you are no longer an office girl 


You have a special man to work for. In the 
smaller offices, he will be the manager, but 
in the larger firms, “just a man.” When you 


(chances are ten to one that 
long before that), you have 
isen to the top, the top, that is, 

irl who does secretarial work in the tropics 


reach 400 gids. 


you will marry 


for a Career 
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THIS is all very general. In my own case, 
I started in at 125 glds. After I had worked 
my company three months, a girl who 
had been with them for thre« got mar- 
ried, and I took her place. | then con- 
sidered a secretary, but with not quite the pay 


We 


was the 


for 
years 


was 


In the next four months the office grew. 
had thirteen girls instead of two. | 
oldest in service, so it was my job to divide 
the work among the other girls, as well as act 
as secretary for the head of the firm. I was 
called by the natives, “NON BESAR” or 
“MISS GREAT SIR.” Sometimes I 
twelve to fifteen hours a day 
raised to 250 glds., and this in less than seven 
But this was still less than $200 


worked 


My salary was 


months’ time. 


NETHERLANDS INFORMATION BUREAU 
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in your money Later on I received addi to tell vou very much about it, eithe It is 

tional advances and before I left this firm | still considered by my _ people imtormation 

was making nearly 400 glds which the Japs might like to have And we 
do not want the Japs to have anything whi 

FOR 250 glds. a girl can rent a small two they want if we can help it! 

or three-room hous These are usually 





joined to a larger house by a covered passage 

way, and consist of a living-room with a din 

ette, and a bedroom In Java this small 
1 


house is called a pavilion. Often two or thre 


girls take a pavilion together and hire a 


baboe”’ native maid who does all the clean 
ing and laundry \ good “baboe” costs fro 
8 to 10 gids. a month and will easily tak 
care ot the home work for three girls 


rhe native plays a very important rol 








the tropics Im the othces, natives do all the 
lesser work Phey are called Oppas ; and 
for the girls who work in an office they 


are heaven-sent. If vou are a 
secretary, you will have an “op 
pas” of your own. He will wait 
on you trom the time you arrive 
in the morning until vou leave 
it night 


ab) 
I HE boss alway Ss is Is 
special “oppas” who sits on the 


floor 





Top, down: One of the old Ja 
anese railway coac hes: the Me 
lenvliet canal, Batavia; — the 
railway station of the Batavia 
business district. 


side the boss’ door This “oppas” answers SAT RDAY, kebruary 28, was the day the 
only the beck or call of his “master,” whon laps landed. Did I tell you how much | 
he calls his “Toelan Besar” or Great Sit hate the Japs? I think I did. It is plenty! 
The office is something which the Dutel If vou should wake up some morning wit 
man brought to the East Indies and there vour bed full of snakes you would understand 
tore all office words are Dutch \ typewriter, Chev had been bombing us for some tink 
the natives call a “mesien toelis.”. Mesien is \s soon as they landed, it was evident that 
machine and toelis means to write Paper is I was ever to leave the island. it must be soon 
“kartas.” Carbon paper, then, is kartas blou It was soon Part of the trip I made in 
blue paper. plane Part, dressed as a Dutch sailor. on a 


troop train, in native coaches so crowded you 
BUT I haven't told you anything about my could hardly stand, let alone find a place t 


escape trom Java and how I reached the sit down. I[ made my way through the Jay 
United States, have | Well, I am not going lines dressed as a hbaboe—a native maid 











ver, | 


Jat 
Vo 
the 


avi 
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\merica and the United States | love i 





int vessel. one of the last to sail. I was re | hope to stay until the war is over, but 
very lucky, both in being able to escap then I want to return to Java and go back 
m Java and in making it to the Unit to work there 
States after I left the island li you are looking for adventure, please do 
\fter we reached a friendly port, we iri t let what I have told you frighten you 
nany of our ships had been sunk by th iway lava and the Dut last Indies oftes 
ae gures made y der yours ru 1 am sure when this wat ver, Op- 
tunate one, be ve mx wtunities there will be ereater than they 
| S is the first tirne | ive eV beet " vet Were betore 
T | 
. . » y 
Just a Word or Two 
From a Secretary to Those Training for that Job 
By ELEANOR SCOTT 
YQ vate secretary \n mtormation notebook ts indispensable 
Nat t ¢ t e, but it data that y int in your mind 
S \ t \ , Ihiective } to re t ccasionally Then you 
start ‘ rk \y lon't Ave » ask the same estions over and 
t . su itely 1 ver, or keep someone waiting while you look 
< } t t st < ) stenogt ipher < 1 icts ngeures y l it re sponsibl lor 
ib e. and p lt you are regularly asked tor son certal 
< " + £ t st bert im othe mMiormation, bn alert enoueg to inticipat 
t | y d as to feel that a se requests and not have to look it w 
il ‘ “ t tuture t tr W ice 
t y to start making a lrain yourselt to be caretul and painstak 
P \ en someon bout everything you d li you have t 
tly . rt k and judging ork sl vy at first nt worry too mucl 
abilit Speed means nothing without accuracy and 
t the secretarv is t eatness, though vou s ] never give ul 
P r employer It all trving ft a combinatio t all three 
to that simple thing—being 
saa : it n all things ABOUT your dictat 
g . k to the best ot his Im the rst " don't stract your en 
ty | t e ts t t overs attention ‘ e 3s thinking by 
: scribbling your notebook or fussing witl 
Pu t ‘ s learn to know y air or moving around in your chair 
St irn what he likes a1 Wait quietly and unobtrusively and let hi 
S gs He is entit mecentrat It, out of the corner of his ey 
t s t all places n e can set geting, it disturbs his trai 
is ikes them, and it ts t thought 
t ¢ that his life there is as smoot Don't be timid t asking him to repeat 
cal t. That means that y you didn’t understand something he said in 
st st ‘ t make a de tating | vo ( t sure, ask him betore 
t v lf you irritate hin 1 leave t rool DON'T just write it as 
inno TF y mistakes and carelessness, 1 think it might | ind take a chance n 
vill take his mind off important problems ts beme right 
sick n } sponsil und do every My employer once ret ed from a cont 
ing you can for him. Furthermore, unless ence in another city and told me of an expe 
ire entirely insensitive, your own peact rience with a borrowed stenographer. He had 
ind depends on his attitude toward you dictated the two words “lime addition,” and 


en he is calm and unruftled, your own days 


some time may 
enough to cost 
lake it for 


lorgect every 
1k and us¢ 


and 


rtant 


ber everything, you 


down 





will 
Intment Hor 


intment. (set an apt 


' 


the stenographer had written 
muinded to het \ 
look in the 


“limidition” 


just as it s question to him, 


or a quick dictionary to see it 
there were such a word, would have saved 
im annoyance and herselt embarrassment, t 
say nothing ot the time of writing the letter 
ove! 

It has been my ex ence that it is bett 
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repeat or clarify. He is thinking about what 


he is trying to say, and if you stop him in the 
middle of a sentence it scatters his thoughts 


Wait until he has finished the lettet 


I | should lye 
letter come ba 
mistake of yours. The time to catch mistakes 


a blow to your pride to have a 


ck to be done over because of a 





is before the boss gets the letter, not after 
ALWAYS read a letter over, no matter wl 
is waiting. You should not be satisfied witl 
trie ippearam i lett less it d be 
photog 

Don't ince on the spelling of a 
word re is the slightest question in 
your mind your dictionary. Use you 
dictionary, too, in checking on the correct 
division of words at the end of a line. It 1s 


hard to remember all the rules on this, but 
don’t be careless. Remember not to divide a 


word so that only two letters remain for th 
takes on 


next line. The hyphen space, so 
you might as well finish your word 

se «careful to check your notes in your 
shorthand book betore you turn a page up. A 
bottom of a 


page, a ten-word telegram, for instance, might 


few overlooked marks at tl 


be pretty important. I missed one like that 


once, which happened to be for a hotel reset 
vation during a convention 


Don’) 
you. Your initials on the carbons of your let 
as the letters do. Never b 
hurry to slip a little piece of 


forget that your record stays after 


ters last as long 
in too big a 
paper under the carbon paper when you are 
crasing 

I once worked for a man who had had 
(note past tense) a stenographer who was 
about that 


across a letter she had written he 


Every time he cam 
tossed it 

dotted 
black smears—and her initials re 
g neatly underneath to remind him of 
her. She had been gone a long time, but the 
sight of her initials on a letter still alled him 
with irritation 


careless 


disgustedly on the desk for me to see 
with littl 
posin 


A good habit to form would be never to filk 


a copy that you would be ashamed to have 


anyone sec 


It can’t be 
But it 
won't be nearly so bad for you if you do it 
rather rarely. Catch your own mistakes be 
fore your 
inevitably one 


OF course you'll make mistakes 


expected that you won't, occasionally 


them; then when 
slips by you he will not be 


employer sees 


annoyed . . . he may even be rather amused 
that he caught the infallible Miss Blank up 
on something. But it would be a different 
story if it happened every day! 

Take pride in your work. It 
you, and lives after you 


Spe aks fi I 
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\nd above all, be loyal to your employer 
Don't 
fairs inside, or outside, 
private in “private secretary’ means just that! 


discuss his business, or personal, af 


the office. The word 


Shorthand is Insurance 


ADIO acting is a precarious business. | 
R know, because I was a member of that 
profession for several years. The work ts in 
teresting, the remuneration goo¢ but I'd 
rather be a stenographer 

Stenographers as a rule eat regularly. Radi 
actors may not. When calls for roles on pro 
grams crowd the actor’s telephone, pressed 
duck and smoked tut 


key are commonplace in 
his diet } 


But, alas, when the long hours tick 
away and no phon received except 


from creditors, hamburgers and beans are 


the rule 
1 trom all 


' , 
hopetuls 


Thousands of young 


over the country flock to Broadway and Hol 


aces tame am 


lywood, certain that in these pl 
fortune await their talents. To a select few 
this dream comes true, but the vast majority 


find nothing but despair and disillusionment 
Competition is 
world, and unless one is prepared for work in 


Keen in the entertainment 


business, complete fail 
ure might result. For every part played on the 


am ther pre yfessi yn 


stage, screen, or radio, hundreds of capabk 
actors are turned away. I don’t mean to aj 
pear pessimistic—just realistic. Be prepared 


tor those long waits between shows! 


WH N the number of programs on whicl 


1 was appearing became fewer and fewert 


stenographer friend suggested I take a cours 
in shorthand. I thought he had ceased being 
my friend. He knew what a terrible hand 
writing I had; the course would take so long 

h; I never liked routine work—oh, | 


! don't 


iad so many excuses! “You like to eat, 
you?” asked my friend 

With a great amount of 
even of fear, I ventured forth into a new world 


skepticism, and 
shorthand—and under the tolerant guidance 
instructors, I have discovered 


how toolish my fears had been. I found that 


of my theory 


I really could write the outlines, a little shakily 


at first, l 


enough to read 
Then, too, I find shorthand extremely 


perhaps, but wel 
them 
interesting: the ingenious blends, the phrasing 
the abbreviated forms—all 
tunities for me 
Shorthand can't be le: 
I've gone at it with will and determination, 
and the rewards are so large that I believe the 


Maybe I'll be back on 


the air again, maybe not, but in the meantime 


opening new oppor- 


rned overnight But 


effort is worthwhile 


I'll have my shorthand training to carry me 


through the doldrums lohn Shea 
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ARE YOU ENJOYING YOUR JOB? 


If your job isn’t all you would like it to be, here’s a plan to give 
you just the “budge” you need to get out of the dull old rut 
By MARION TINLING 


WISH I could find someone who would 

take some interest in the work,” said my 

friend plaintively. He was looking for a 
hotel clerk, not a very attractive position from 
the point of view of salary, hours, or excite- 
ment, and all the applicants were, as he com- 
plained, “just looking for a job.” Not that 
they weren't anxious to get the job—patheti- 
anxious, some of them. But after a 
week's trial each one so far had proved so 
faintly interested that my friend despaired of 
ever developing him into anything more than 
a lackadaisical clerk—and he wanted more 


( ally 


AS it happened, another young friend of mine 
was looking for a job, and I recommended 
him. At the same time, I put a bug in the 
ear of the applicant. Without giving away the 
secret—that the position was in reality a try- 
out for a much better one—I told him that he 
would enjoy the work and make good in it 
only if he took an interest in the industry it- 
self. By seeing himself as part of a great busi 
ness and taking the responsibility of his small 
bit, he would be something more than a mer 
clerk. I also gave him two novels to read, 
both of them fascinating descriptions of the 
very industry he was about to enter. One was 
Arnold Bennett’s Imperial Palace; the other, 
Sinclair Lewis's Work of Art. 

He got the job. He took the hint. And 
two years later he was assistant hotel manager. 
\nd he enjoyed himself all the time, despite 
the purely routine nature of the work for the 
first few months. 

Since then I have heard other executives 
speak of the lack of interest in their business 
that the young people took. At the same time, 
the young people themselves complained of 
being bored. Of course they were bored! No- 
body who works just for the pay-check can 
get a kick out of his job 


WE can’t always get into the particular busi- 
ness we have chosen, and often the job we do 
get is a stop-gap. The result is that after the 
first thrill in having a job we begin to lose 
interest, to feel enslaved, and to stick in a rut. 
Nobody who dislikes his occupation can be 
really happy. The few hours of daily free- 
dom may be packed full of delightful enter- 
prises, but they cannot make up for a long 
day of dull or uncongenial labor. The unhap- 
piness that comes from boredom and drudgery 
finally turns men sour and more often than 


we suspect is behind mental breakdown. In an 
ideal society things would be so arranged that 
nobody did any work except that for which 
he was fitted and which he really wanted to do. 

But this is not an ideal society. The only 
remedy, then, is to try to like one’s job, to 
strain to develop it into something that will be, 
if not an actual pleasure, at least tolerable 
And that can be done. 


THE first step is analysis. The worst fea- 
tures must be discovered and minimized, the 
best ones found and “played up.” One must 
be willing to experiment. Not only must the 
work be analyzed, but the worker also: this is 
the very crux of the situation, for the job that’s 
your poison may be someone else’s meat. Some 
people love untidy, poky, “comfortable” meth- 
ods, while others must have everything neatly 
and efficiently pigeonholed. A lot of people 
object to laborsaving devices on the ground 
that they don’t really save labor. Perhaps they 
don’t. But they make you feel more efficient, 
and that’s enough 

If you like efficiency, and your job seems to 
be all cluttered up, go ahead and make card 
files, pigeonhole things, tidy up. Have a good 
housecleaning, even if you work overtime at 
it, and then be so truly efficient that you sell 
the idea to the boss. If you hate all this “red 
tape,” try to convince your superiors that it is 
unnecessary and therefore not really efficient 
Make your job fit your temperament, but don’t 
be an incompetent. Train yourself to do it as 
well as it can be done. 


WHEN I was a youngster in my first job, 
I employed myself in an otherwise idle mo- 
ment by making a graph of something or 
other (I have forgotten what), and the Boss 
happened to see me. He complained to his 
secretary, my immediate superior, that if I 
couldn’t find more to do than draw pictures I 
probably wasn’t needed at all! 

The complaint reached me, in due course, 
and I took the first opportunity to explain to 
the Boss himself just what I had been doing, 
showing him my graph. He was impressed, 
and I wasn’t fired. I don’t remember getting 
a raise, either, but as it was my first week 
there I suppose I really wasn’t entitled to one! 


IF your job is not interesting, make it so by 
finding out all you can about it. Perhaps at 
present your horizon is limited to figuring 
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tim shects w uit contracts a ¢ ect i 1\ 2 it ft san sult lt vou are | 
ing instalments on old accounts You think your toes, such improvements are bound to 
it's the dullest irt N st ! ccur to you, and it wi t lower your stock 
matter what yo lo. you are part son inv to suggest then NKeey our ey ma the 
industry, some field of endeavor, i \ mportant thing, the , und see if you 
| it t ! not ieve it by s1e1 ad. Look at 
can find a good deal thats interesting a ann " \ isi " 
important Try really to te , this things from the boss ing ind try to do 
industry Read its trade papers at! ) s that wi Chen pick out tl 
abreast of developments in that field, Don’t b b you would like t ave, even if it’s his | 
ufraid of spendiu ! clous time t | train \ s t 
this t il] ay t cl Mak vor 
Ss imteresting as " Ss PE int st t Lal 1 
iway trom | it t £ g \ vork \r k with vo 
ur b, ma bigg naginat But you Ave ie oa 
low! t ttle desk ve in and t b is st ely. get out. Get 
tt very n te Vy ca r you 1 fin 
11 may ily tit! \ s 1 i Icw irs a ind gly Sol 
ittle tas \ it But pe sy \ V1 ave " t ible price f som 
im aey ‘ t tin t1 thing t \ t £ you } npov 
SCOTT 7 t ¢ ‘ t you h 


Oh, Those Pronouns! 


A Quiz arranged by 


E. LILLIAN HUTCHINSON 





Did y tice anything wrong in t S y annoying y client and | 
: She t a 1 ‘ ‘ ‘ . 
ction t the Octobx s v +1 | - | 
. . l ‘ S < I i 
N 4 We thie is i | 2 Da ' 
English in the first sentence ot the last para 12 Only one of t nartment heads wer 
graph of the introduction. That error nudg¢ mot 
its way in and sat down, looking so natu 13. In this report it summarizes t 
that no one saw it until the magazin vances of the past six months 
printed. And then who do you think saw it 14. Everyon as contribut t 
Ea te sitll 
None other than Doctor (,rege2 imself! Yes MaKIN Clic irl\ a Ce 
1< a I —_ ‘ ¢ 
If vou haven't vour Octob mavazin ' it Wa I te that ictt 
‘ : , , , . if Miss S s the secretary \ \ 
hand and cannot look it up, this is the sentene 
The 1 
| o atleast bh af of folle -. . 
we are talking about Each t ‘7 88h. cole , oa , 
sentences < fa one or more spelling Gemons him unpopular 
So—this gave us an idea tor a qui n p 18. Girls may bring there nches 1 \ 
nouns, for more “ornery’ mistakes can lh wish 
made in pronouns and in words used with p1 19. He is the candidate that promises su 
nouns than in almost any other part of spee great things 
7 . > 
} 1 1 ) VS 18 ser1ous In 1t8 impli t ns 
Many not all—ot the following sentences . The nev aa t call 
' 21. Your wrong this time 
contain errors involving pronouns. Indicat + aia 3 , 
tl : " ; <<. (nariles 1s older than he 
1¢ corrections; then turn to the key on pag oe eae . 
ol ; oy oS 23. Neither of the applicants brought then 
125 and compare your answers with it references 
7 | 1! r 77? . 
Do you need to review pronouns 24. The committee 1s preparing their report 
, . 5S , nd yidrec< , 1, 1 e 
1. Whose to go to the bank today 25. Each name and addr in the list i 


correct 
26. One should be careful not to neglect 
one’s duty. 


2. These kind of mittens are very populai 


with college girls this fall 
3. | h " 
J. Its too hot today for such violent exer 


cise. 27. Geta signed receipt from whoever deliv- 
4. What are the chances of them being ¢tS the package 

correct? 28. You will be expected to vote for who 
5. The Club House is for we boys ever you select 
6. “This mistake is her's,” said the manager 29. No one likes being blamed for some- 
7. Seven other stenographers and myself body's else mistake 


make up the stenography department 30. Let's you and | start the ball rolling 
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BLENDING AND 


How we begin putting the “short” 


THE LEARNER 


ABBREVIATING 





’ in shorthand; with some special 
and the common Blended syllables 


By JANET KINLEY GREGG 


HOMAS DISON said that “combina 

tion is the essence of invention.” Phe 
blends in shorthand are a combination of 
the signs for two sounds and are truly blends, 
tor, as the dictionary describes a blend, it is a 
mbination fused or merged so that the sepa 
ate things mixed, or the line of demarcation, 
nnot be distinguished his is exactly what 
ippens mn the case of the blends in short 


hand—the blended straight lines, as in m 
d-ded, and the blended curves, as in 


_ 
a AL 


IOOO OC 


men-mem ted-ded, ten-den, tem-dem, ent-end, emt- 
emd, def-dev-tive, jent-jend, pent-pend 


THERE is no memory work about learning 
the blends, for all the sounds that make them 
are included in the outline and are already 
own to you The study of blended consi 
nants is concerned with practice to gain skill 
writing them. In this the student is helped 
by the skill already gained in the writing of 
ther curve combinations such as pr, pl, br, | 
and the littl 
1 remember how these out- 


1} ,] — 
kl. ar. al, fr. fl. vr. vl. ete 
, 


es blend. You wi 
lines are written with one effort and with 


1 tree swing of the pen 


CC 


ae 4 


pr. pl, br, bi, kr, kil, er, el, fr, fl, or, ol, ses 


It will be noted that in some forms contrast 
may he made by making the joining cithet 
sharp or smooth. This occurs most commonly 
in the case of the &p joining to indicate differ 
ent words: company and kecp are written with 
a smooth joining, but complain, complaint 


ind complete are written in the regular way 


m + p, with a sharp angle between the & 


and p. Likewis« py is written with a smooth 
joining, while compete and ynpletely take 
the sharp one. Of course, all the derivatives 
of these words take the angle used in the 


wriginal form. This also allows for the writing 
of the word capital without the vowel, for in 
iking a s paregle tl word ts the reby dis 
hed trom tl wuitline for kept 


rErL rT Cree 
CC Ce L2C Ce 


7 


peony, com’ es, keep. keepine, complain, com- 
, « as omtlaints, complete, completed, 
completely, compete, competes, copy, copies, capital, 
kept 
I N the def-tive blends, the same sort of dit 


ferentiation may be made; also with ten-den 


M2 Al IF) CD 


T 


defendant, devote, but deft; different-difference, differ 
but deaf; divest, diverse, but divers 


ea 
C7 
c 


ordinance, but ordnance without the blend 


Remember that if a strongly accented vows 
or diphthong occurs in a syllable it 1s usually 
written out (exceptions are found 
containing the syllable 
so that we write cart 


blends but not cartoon and orda Short 
a not blend d \« blend 


and ordinary with t! 


and ow are omiutt 
tinge, but not ton 


ey 
& 
/ SL 2 / Pa 
7 ae a . 
CW é 
carton, ordinary, cartoon, ordain, tinge, tonnage 


\s a general rule, short, one syllable words 


that are not brief forms are written in full 
P g fs Cc 
den, tin, steam, deem, penned 


hese already familiar rules govern the us« 


of the blends 








Ir has been pi inted out that after the first 
few weeks of study, the student should b: 
able to write, alphabetically, any word 
shorthand. After the introduction of the I 

ing principle, however, it should be amply 
clear that much yet remains to be irned i 
the way of shortening shorthand itself. The 
method of expressing r, by reversing the « 
cle, and the Abbreviating Principle are tw 
other great economizers of time and effort 


wnward character and 
stroke a circle-vowel 


motion 


sJetween a ck 


ward 


straight 
lett 


Before a hor 


with indicates the vowel plus 


zontal and an upward stroke this 





reversal makes the vowel lean up against tl 
upward stroke. Thus the word cart is simply 
rt with the included at the beginning. Be 
fore straight lines this method of reversing the 
circle to express tl vowel i 
causes the s in ser, cer, and 
the th in ther and thir to b 
to the usual direction for joining 

é ‘ b 6 » - 

“ 
aid . « ( 

sy 

churn, farm, bird, pert, cart, lard, myrtle; sermon, 
concern, sardine, thermos, thirty 

And, as is the case in the speech in some 
parts of our country, the r may be dropped or 
omitted entirely 

ta 
( / f if 
large, march, starch, serge 

r i | . . 2 . . . P 
THE Abbreviating Principle itself simply 


takes advantage of the fact that the whole of 
a word is not always necessary for 
standing of that word. It is 


the under- 
naturally not 
used much in short, simple words, but is a verv 
valuable timesaver in the case of long words 
Abbreviations should be used with discretion 
by the beginner and be confined to the words 

his practice tends 


writing and in reading 


to be found in the texts 
to avoid mistakes in 
back as well. 

To understand the abbreviations 
the textbooks it is well to recall 
made 


found in 


that the y are 


l. By using a longhand abbreviation if ther: 


is one for the word (bal for balance). 


/ 


Ce y, we —_, 


balance, postscript, January, answer, amount 
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2. By writing through the accented syllabl 
in cases where the outline is distinctive by so 
doing (orig 


lor ortgimai) 


c (/ 2 é fy 
( 
original, arithmetic certificate, codperate, delinquent 


msonant folio 


the 
arr 1] : . oe 
ing the accented syllable in cases where writ- 


3. By writing through 


ing through the accented syllable alone does 
not give a clear picture of the word (freq for 
frequent) 
) oe > 
Cn 3 ¢ f é_7 
( 4f 
frequent, adequate pposite, pamphlet, silver 
Make a list of all the abbreviated words 
you find in your reading or your writing les 
sons and add them to your shorthand vocabu 
lary day by day. They will repay you many 
times over for the few minutes you spend < 
them each day ! 


Of course if your shorthand 
there would b 


writing such a 


were only for personal use, 


nothing wrong with 
riginal out in full, or 


i-r, but a lot of time 


in writing larger l-a-r 


would be lost and it is 


certain that in taking office dictation the writ 
er would be unable to keep up with th 
speaker. 

The latter half of the theory work in short 


things easier 
this is 
best t 


shortcuts that 


hand is, then, designed to mak« 


and once 


will do his 


and speedier for the writer, 
the student 
become proficient in all 


provided for his benefit 


understood 


the 


are 


WHILE engrossed in learning these new ex- 
pedients in writing shorthand, perhaps it 
old friends 


would be well to remember our 
Most of these, such as the brief forms, stay 
with us whether we think about them or not, 


as they are always making their appearance in 
whatever we read or but phrasing, for 
example, gives us many new combinations if 


write ; 
we take advantage of them as we go along 
The value of phrasing as a timesaver cannot 
be overestimated, so be sure you know how to 
write unhesitatingly, such phrases as as soon 
as possible, or two, we hope to hear 


from you, 


: } 
Mm ad WEER 


etc. 


} > 
as soon as possible, in a week or two, hope to hear 
jrom you, af any time 
Take special notice, too, of the little things 
that will guard against mistakes in reading 
the notes back. For example, the m sign for 
million is written beside the number instead of 


— 


943 
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Expression of “R” 
BEGINNING OR END oF A Worp 
With STRAIGHT LINES—reverse | With CURVES—retain R 
r | ° . >. 
. O... 5 a ‘ 
= ) o ~ 2 _e- 
C 7 y) iy 
_— A e_ - ct. 2 
Adding S Adding $ 
, an / =_— = 2. i Ps 
Miupp.e or a Woro—I 
DOWNSTROKES + T, D, N, M DOWNSTROKES -+ OTHERS 
—reverse —retain R 
2 64 & 
6 ( y y, Ly or ; — 
/ 
/ ) 
; |  - ¢ 4 ox ce 
+ q U > z / 
( 
Mippte or A Worp—Il 
HORIZONTALS T, D, | HORIZONTALS OTHERS 
—reverse —retain R 
» 2 vr Q CC e 2 7 ~ " ’ -< 
C 2 7 a 
é A - > Co 4 C « ec a “-. A 
Ser AT BEGINNING 
SER STRAIGHT LINES SER CURVES—omit R 
—reverse SE (normal SE) 
Jpg 
. ay 7 L 
a ¢ c é b Gg : C aE 
/ ° iA vA . q aa 4 
° e y —— Ane 
Aso CoMPARE 
SER SE 
f | , 
“ied > & | “T - ; 
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A Drill on Forms Employing Blends 


of Chapters Six and Seven 


Common Syllables 
Y 
tain yy. J x2 ¢ 
4 —- ae 
a ri QO oO y - 7 


ten c+ +4 
a 4 tine «4 

Ya > ” ? 
0 — mr 6 


ae 
~~ f, tens, tance, tense 
aw a of 
So LM Vf SD een 
ag (/ den * 9 

aa — = /. vw 


G 
a a dence, dense, dience, 
PF 


diance _,» r ye 

yt ye Fer | 
~Y Ss OV dent <7 a 
Cr Za yy — tem 


a“ 


CY 


) a . - 
det / ( e...f 
; dom, dium 2, i 
ef am a 
= Pg — 
oo J —6 4& V/ 
a = 
A b 


Past Tenses 
C =a C 
ie YY —- ee m-—md 


4 j 
a ——— “= © 


n—nd 2? oo 


= 


at 


nd+dC@ Ce’ WY “WX 
a ; 7 vA 
od mt--d ast _ C— 
a * 
- ¥Y i OQ 
Cu pn—pend ~< CC ¢ 
o - 
C FPF A A ia 
O —  & 4A) Ff ma; 
pend+d “UU ~ Cc’ 
elt OP wn 
ae oy Yt 
wa _tsata ,- et # 
- a 
- at vt 
owes e Pa 
- vail 
dem--d —¢_ ¢ 
> of 
a ldtd 2e_J 
a“ a ) re 
eT - A_-/ 
a ae ee I — 





tim, tom, tum (C | 4 


——T 
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mder it, so that no matter how carelessly tt Ghhorthand Helped Him 


mav be written it will never be confused witl 


undred. In these days of billions perhaps it Jump a Grade 


inay not seem important, but any employer is : 
: sure to feel that transcribing two million in HIS is to notify you of my change of ad 
. : a dress from Fort Benning, Georgia, to 
stead of tx dred dollars is a_ serious Indi wm Gem Milltare Mons Pp, 
poses a all aieiuiaias Reciity cm te me aOwe sap llitary veservation, enn 
sylvania 
' such matters of money tl 1-ble nd iS ust d It was good reading the Magazine again and 
instead of d to represent Aundred dollars I do appreciate your sending me both May 
for f rs and June issues together. The beautiful short 
hand plates have always been a source of 
never-ending inspiration to me and I never 
/O /o C 4 ‘0 ? ra tire of teasting my eyes on them 
- I had no idea so many servicemen were 
reading the “WRITER” and I shall be looking 
Oo /O . ‘eo ? - rst forward to learning more about them as you 
7 | 


promised in your last issue 
5 ( My most recent change ot address (July 
20), is Division Headquarters, A. P. O. No 








ten million, ten hundred, ten million dollars, ten hun- . ’ . 
dred dollars, ten million pounds, ten hundred pounds 1209, c/o Postmaster, New York, New York 
ten million bushels, ten hundred bushels, ten million It might interest vou to learn that I have 
i cellons, ten hundred gellons jumped the grade of s geant to the higher 
e important even than speed grade of staff ant almost solely because of 
speed wit t a ac\ sy y htf my stenograp ity 
complishment in shorthand. So whul rk truly yours 
| , ‘ 
ng t SSS Ope" ' TUNE “se Sj arp EF. Gat IE} 
tions t ‘ i yo riting 
‘ It no ¢ id savir ubout t Aral 
ae te ie in a s to oor Key to Quiz on Page 120 
t wid st at the same time strengt \ 
} ' It's 
7 
\ 1) ( X | , ~ < [ 
' Pas TEN | MS a 
} Shorthand m Opposite pace “\ 
M 
Contain, sustain, captain, obtain, retain, « 
tain, atta ertain, abstain, certam; sulta ‘ 
Mar tta Narita itt t eaten got “\ 
ten tt mutter bitten, Kitten bulletiu | s 
sat Latin, matinee, continue tinue gela iH 
tine, destin Florentine, intestin eastern, ‘ 
vestern, pattern, eternal, fraternal, maternal ; - 
tton, button, Princeton, Trenton, Boonton, -_— 
anton, Canton, Seton, heightens, kittens, vy 
mittens: distance, sentence tlortense, tense ( 
intense, extensive, intensive: Rapidan, danget \ 
sudden, hidden, widen, broaden, madden, bid Correct 
den. torbidden, ridden, Camden residence, " 
Providence, evidence dense, ( madet —. = uli ‘ 
ence: radiance: resident, president, Pepsodent, ‘ 
student, incident ; item, temple, temper, tempest, ( 
pro tem timber, victim, timid hottom ; 8. WI 
sanctum, autumn: freedom, wisdom, random os ! 
kingdom, seldom: medium, radium, tediun M 
sodium, vanadium, podium Past ENSES + s * 
Slo <0 1 yy) ry! a ¥t ined. min 
ae avai. dreamed. climh, climbed: file. ® BOOKS are.the open avenues down which, 
filed. wheel. wheeled: print. printed, bond like kings coming to be crowned, great ideas 
bonded, round, rounded empty mptied, and inspirations move to the abbey of man’s 
prompt, prompted; open, opened, happen, hap soul. There are some people still left wh 
pened, ripen, ripened, cheapen, cheapened; ynderstand perfectly what Fenelon meant 
deepen, deepened ; depend, dep nded, exp nd, when he said. lf tl crowns of all the king 
expended heighten, heightened, destine, des loms of the empire were laid down at my 
tined, threaten, threatened redeem, redeemed, toak te ncn for ene Gaciis tak tes tom 
condemn, condemned; scold, scolded. told, 
folded, mold, molded, yield, vielded erald yt reading, . wou im them a Prnest 
eralded ress 














Portion of “Victory” exhibit held by 
Detroit high school commercial class 


Chadsey’s Contribution to 
Victory 


HADSEY High School’s Commercial De 

partment, Miss Ruth N. White tells us, 
is making a very definite contribution to Vic 
tory. Many of its graduates are now in the 
Civil Service, or in Detroit’s war plants; oth 
ers are putting their training to good use in 
our Armed Forces. To visualize this service 
and the efforts of the classes still preparing, 
the Department staged an exhibit last year in 
school. Only the center 
shown here, but it 
fine display. 


the main hall of the 
panel of the case can be 
gives you an idea of the 

The color scheme was red, white, and blue 
The symbol V in the 
Gregg Speed Certificates, held to a large blue 
card with red photo corners and arranged so 
that the winners’ names were plainly visible 
The 120-word pin won by one of the girls 
also was exhibited, mounted on a card bear 
ing information about her achievement. 

As many of the students take the Federal 
Civil Service tests soon after graduation, sam- 
ple tests were secured from the Government 
and posted, along with a few papers of the 
advanced class that had been administered 
the test as a trial 

Pictures of graduates in Uncle Sam's serv- 
ice (civilian and military) and in war indus- 
tries revealed how vast an opportunity there 
is to do one’s bit. The Art Department lent 


center was formed of 
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NEWS in vor 


its aid in lettering the displays, and Recruit 
ing posters added color with their appeals 
Our Government needs too, as never before, 


an army of well-trained, efficient office work- 
ers, so the commercial student's part in the 


present conflict is significant 


Are You Using V-Mail? 


UR first piece of V-Mail arrived lat 
this summer, when this form of com 
and Chief Sey 


welcome as proot 


munication was still a novelty, 
mour’s message was doubly 
that the new 
We cannot give it to you in its original size 
(even though that is only 4x5), but we be- 


1 


systen work satisfactorily 


lieve you will be able to read that letter across 
the page, if you care to, with the aid of a 
microscope. If you haven't yet received any 
V-Mail of your own, we know you will |! 
interested. 1,500 such V-Mail letters can be 
microfilmed on a single 16mm. film roll, and 
the weight is so light that 150,000 of these let- 
ters can be accommodated in one mail sack! 


« 


Do you wonder we are urged to use this serv 
ice in writing overseas? 


Telephone Dictation Service 


HE first telephone dictation service in 

Canada has been established by the Do- 
minion Munitions and Supply Department. 
This involves the founding of the Dominion’s 
biggest stenographic pool, consisting of eighty 
girls. Of the eighty girls, twenty-four oper- 
ate dictation telephones 

The pool serves a department with 4,000 
employees and has about 100 regular custom- 
ers, besides copying and stenography and 
typing for officials outside the department. 

The telephone dictation is providing the 
department with speed not available before it 
was originated, and giving constant steno- 
graphic service to department executives with 
out permanent stenographic and typing servic« 
Urgent letters are getting prompt attention 
now. 

An official picks up a telephone, dials a 
special number, and proceeds to dictate his 
letter without more ado or delay. In about 
ten minutes the typed letter and carbon copies 
are delivered to his desk. Two messengers 
are from three to four hours making deliveries 
of the letters in the four adjoining buildings 
occupied by the Munitions and Supply De- 











ontr 


1942 





ontributions 





[ut 


Grece Warirer, November, 1942 


AND PICTURE _ 


eee 


artment Otheials in other 
buildings can telephone mes owns 
sages, witk are immediately 
tvped and rat live red to the teletype 
oms In addition to the indi 


vidual letters, there are circular let 


ters and instruction sheets 


On the theory that the girls in 
the pool cannot give satisfaction 
nless they are satisfied, they ars 


problems ou 


their work, by the department en 
gaging them for the Munitions and 
Ottaw 


involves as 


stenographic pool, at 
vently, this 
sisting them in getting living accommodations, 
cash until next 
the girls to do 
are part of the Domin- 


or tiding them over with some 


pay day. It is necessary for 
as they 
Errors would be costly 


pool, 


1oOn War organization 
Ot the eighty in the practically all are 
Dominion and new 

crowded Ottawa. [We 
William McNulty for this 


parts of the 


to wartime are in 


item 


Your Mobile 


Now Serving 


Kitchen 

in Ireland 

7. can look with pride at the phot 
graph of this Mobile Kitchen, for, as you 

can read on the side of the canteen, this is the 

one being maintained by the dimes and dollars 








- WAR RELIEF SOCIETY 


from our readers last 
this canteen. Let's keep it rolling! 


vear 


avy 

+ n 

w ar went? 

per” eo 
¥ 


== 


has been maintaining 





Our first piece of V-mail—a letter from Chie 
Yeoman Seymour, of the U. S. S. Tennessee 


you contributed through the Gregg Writer 
Fund. The amount sent to the British War 
Relief Society last year and contributed by 


you was sufficient to maintain the canteen for 
a year 
Correspondence from the Society states that 


: 
In the 


letter from our London office accom 
panying this photograph we are informed that 
the Salvation Army has transferred a numbe) 
of its canteens to points where their services 
were most urgently required, and you will note 
that your kitchen is amongst these 
“Operating, as it now does, in Belfast, we 
feel that it will a number of American 
servicemen amongst its customers—a point 
of interest to the kind 


have 


which may be 
donors.” 

We know that you “kind donors,” 
who so generously contributed to the 
Fund, glad to learn of the 
service this mobile kitchen is render 


will be 


ing And we believe, too, that you 
will want to keep up its mainte- 
nance for another year With that 
in mind we suggest that you send 
your contributions either to Dr. John 
Robert Gregg, The Gregg Writer 
Fund for British War Relief, 270 
Madison Avenue, New York, of 
make your checks payable to Mr. A 


\. Bowle, Treasurer, and the full 
will be forwarded to the 
War Relief Society Any 
incurred in the collection 
absorbed as be 

Contributions 


will be at 


amount 
Britis! 
expenses 
will, of 
fore, by Dr 
of one 


course, be 
Cregg 
dollar oT more 


knowledged 





{ pack train at the foot of the Grand Tetons 








W yoming — the 
“Equality” State 


YOMING, t 
wld, and altogether 
wid flat 
and unexpectedly by lofty 
Yellowstone 


northwestern 


Equality” State 
magnificent ts 
interrupted rudely 


mountain ranges 


plains are 


Park is n 
ot Wyo 
Montana 


CVes of 


buttes, and 


mecsas 
the extreme portion 
ming and is partly in Idaho and 
When John Colter first. set 
t 
himself in Wonderlane 


trapper 


land he must have thou 
’ 


lat awe-inspiring 


TH! region is volcanic and, as a result 
gevsers here than anvwhert 
‘ hot bubbling lakes 
and springs. Old Faithful is known far and 
wide because of its phenomenal regularity in 
spouting its plume of steaming water, although 
lately it has sometimes kept its audience wait 
Mammoth Hot 


Springs ts another rare sight for visitors. The 


ing past the appointed hour 


wmber of tet 


blue 


formed a 
pink, red. 


which the hot 


lime in the water has 


races streaked vellow, and 


down spring tumbles 


wate! 
Yellowstone Falls is higher than 
Nature lovers cant 
deeply wooded trails and forests, delighting in 
the treedom afforded the deer. 


Niagara and 


very beautiful oam through 


antelope, bison, 
birds, and other creatures in this park. The 
greatest hot springs in the world are in Hot 
They are the Thermopolis 
forth 
every twenty-four hours at a tem 


Springs County 


Springs, which give 18,600,000 gallons 


ot water 


1 
irenhett 


perature of 135° Fal 
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THI 


side, tically 


Trois Tetons mtous and. on on 


insurmountable, except " 
Teton Pass, rise starkly from the comparative 


vy flat land known as Jackson Hole and rang: 


or forty miles. Here the Shoshoni, Blacl 
teet, Crows, Nec Perce, and Flatheads roame 
in hostile splend 

The plains of Wy w are studded wit 
ne catth shecp | ‘ ind orses and itt ts 
ecognized as one ot t finest livestock state 


feuds, however 


between tl cattle ar ‘ men in the eariy 
days until at last they realized there was roon 
cnoug! hor ill ry} sol vevel needs 1 
gation and throug t industriousness 
man more than fiv ul miles itch 

ive been dug throug t t stat Che re 

ard is been plentit s I ! \ il 
wotat s iltalta ts ind suga beet 
hat vield the ighest sugar mtent of 
state There is very little manufacturing: tl! 
industries being, for the most part, cattle and 
sheep raising, wool producing, dairying, son 
mining (coal and petroleun ind of late 
vears the popularity of t ule ram is 
provided a thriving “tourist tra 


WYOMING is t istinction of being th 


rst stat t vive equal suftr ot to yromet 


through the Act 1869 ts Territ 

] egislaturs we tf Teh state 
It did not te the | 1X01 

stat rat s ty v | i | t 








William } 


on the outskirts of Cody. Wvomine 


Statue of Cody (“Buffalo Bill” 


Writer. November. 190 
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populati 250,742, but cighth in area 
97,914 square miles). The State University 
t Laramik 
Wyoming's « riul story-book past is re 
ete with tales of cover wagon trains, In- 
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dian massacres, the exploits of Jim Bridger, 
Red Cloud (the warring Sioux chief), Buffalo 
Bill, and Kit Carson; stories of the Pony 
Express, and the first railroad—a_ veritable 


pageant of America, growing 


The Value of Shorthand and Type- 
writing in Police Work 


By CAPTAIN E. L. 


SMITH 


Superintendent of Police Training, Kentucky Highway Patrol 


N , t g schools, the re 

t 1 t i tl tour Sys 

t ty it Q S that he may be 
ble to mak it eports quickly and 
gibly. | i great police departments 
il Q itions require that «ce 

tives and trolmen make ut their re 
rts in typewritten form. Typewriting and 
rthand g¢ i hand, and there 1s no 
ason why the young men of today who are 
tering th tess cannot learn 

ither or bot 

Shorthand, to the average police officer 


inds like something very difhcult to learn; 


subject that only the most brilliant person 


wuld master, but the truth is that it 1s con 
itively t n ed with learning to 
issify fingerprints, or any of the other so 
illed technical branches of police work. It 
: st c ttle step aiter another, a few 
nple rules and principles learned and mas- 
tere by practice 
. 
FROM time, to tim press reports of cases 
rt go to show that the evidence sub 
tted by Police witnesses is not always ac 
cepted as reliabl An instance in point 
ccurred lately in connection with a trial 
where two officers testified. It was admitted 
that neither of them wrote shorthand, and 
the defense endeavored to show that the evi 


Police witnesses on whose re- 
port action was taken, was unreliable becaus« 


time and 


dence of the 
it was imperfectly recorded at the 
had been written up afterwards. 

Chis is not by any means the only occasion 
on which doubt has been cast on Police evi- 
dence for this and it is obvious that 
if the notes taken at the time were sufficiently 
letailed to quote from without alteration or 
iddition it would add materially to the value 
t the evidence given. 

One great advantage 
that the 
record on the 
to do this 
the notes he 


reason, 


of being able to writ 


shorthand is officer would be able 


to make a spot of everything 
in less time 


now 


said at the time, and 


than it takes him to entet 


sets down in longhand. The ability to mak« 
1 note quickly, right at the psychological 
moment, so that the fickle memory will not 
have an opportunity to fail us, enables him to 
turn to the record with authority and say 
so and so” was said here is the proof 


These are two reasons why shorthand is so 


useful. here can be no misinterpretation 
conversation is actually reported ot 


made. 


when the 
recorded when it is 


the agreement 
I-vidence in black and white is irrefutable. 

SHORTHAND can be written easily about 
and it is just 
word as 


longhand, 
twenty-d 


live times as tast as 


write a lollar” 


it is to write a “hfty-cent” word. Another 
short- 


) 


big advantage one has who can write 


hand is in taking notes when attending school, 


lectures, or addresses 


I have always been proud that I learned 
shorthand. It has been of a great deal of help 


have also 
others 
he | ho Ils 


to me in gaining promotions. I 
beneficial to 
Defense 


I wrote 


way to b 
During one of the Civilian 
held by the FBI last December, 
every word of importance the instructor said, 
consisting 


used it in a 


down 


and when I transcribed my notes, 
ol sixteen pages, a Copy 


from the 


Was given to one ol 
Southern Bell Tele 


who attended 


the ofhcials 


phone and Telegraph Company 


the lectures. He in had stencils cut and 


turn 
were made and given 


and to many 


several hundred copies 
to those who attended the school 
other police officials who did not have an op 
to attend the 


portunity lectures 


E\ ERY day I learn something new about 
police work by experience or the experience 
of some other officer and I write the facts 
down in shorthand. For almost seventeen years 
I have been making and keeping such notes. 
Some day I hope to write the best book that 
has ever been written on police training from 
my own experiences and the experiences of 
hundrds of officers from whom I have learned 
the solution to many perplexing police prob 
Kentucky Peaci j 


ers’ Magazine 


Sith 
Lie 


lems 
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GREAT COMPETITION EXISTS 


lume 




















(Among war workers in the factories, among our boys in the Armed 
’ . a ‘ 
Forces, among stenographers, alike, competition raises standards 
By FLORENCE E, ULRICH 
N the train the other morning I ol won't cde \gai i iti 
served the intensity with which a group = shorthand, so I « ca 
of young students were trying to cran in spelling, punctuation e of English, and in 
a reading assignment, surreptitiously writing typing. Would you cor r sucl girla r 
in the longhand over shorthand outlines they prospect tor a_ stenogray 
were atraid they wouldn't remember The girl negative shakes of the 
with whom I sat interested me especially, b 
cause she was diligently bent on copying a1 I TOOK this student pet and te t 
assignment in her notebook As the trai orrect forms over s t t tlir . | 
pulled and tugged along, she tried t write vatched caref y t all 
what was intended to be a writing exercis son they opened t notel 
tor the teacher After she had te menced to imitate t t t 
ind before she could close her b t 1c sed writing i g I . 
to a particularly bad outline ar Vhat see how ick t t 
s that thick sty int f t | 
i 1est s about t 
PHE ced at me and answs s bed in this 1 ' 
il a’ < t \ ’ 
\ ‘ | Al \ t it > t it t “ . ‘ 
Sist ig son 
Chis startle somewhat, ar S 5 "Tar 
ed th tline critically, he dD \ 5 
{ ed bew rment Ther ke a flas [ THIN! t 
she ‘ men ; flip the ages text herr <¢ g : . 
wok to tl assignment she ha s t k 
ila y vit I sie ndeay t I t 1 ‘ 
unt t em amused me. a king . . ‘ 9 
\ S \V t t a 
r+ ‘ . ‘ S a ‘ + + k 
1 t el when trans g it fe 
s ked at tes a little sha althy t 
the ot s began to open t rt 
me tin ette ne sne $s t \ L1Tie 2g S a 
you at : ik t k . 
N t st gt S t g i 


aA 
S -—and it is a good thing, becaus b t and tl | 
thes in more quickly herman ew 9 st g no 
t a stenographer wi e satistact the de nent g i sk 
H \\ l 5 iCK < ncy M4 rk 1 
W tak t s tes I t uz in i Set ik ‘ 
Vrite as a is t persona Sa t il st t i‘ t 
in probably dev Dp t i st-rate sé id a s t ‘ \ 
tary si as m forge i trait ine tters a i i l Wa 
procrastinates. That is not good in the offx proud of her a S a 
where every assignment must be done on tim the inspiration f nogra t 
and well done Als , Sree loes not lave the t equa wr periorman 1 ar il 2 
proper interest in doing a given b well. Poor vanced student, why not set urself this goa [ 
work on the part of one employee can disrupt to work for 
the efficiency of an entire office, and so tha ; . : . 
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w trat rij ed witli } ‘ 
etters as a standard f accura . , ta p* rect ‘ 10 
) wor th 1 sy east 140 word 1 minut t But 
0) G \ Certificate tar ' is «} ‘ she writes a practica 1 
She regular ‘ giat? entiat 4 
ette ; gui y «i i , " 
| P os 
ription | t . mait circ ai t 
average traight 
I 
As a matter ol troke 
curiosity, | iter » k 
rupted this article ‘ 
mg enough to di 
tate a letter to one 
ot my ecretari 
Mi Terry Rich 
Septenver Zs, 18 


eri. | asked her t 


if} ribe it BAL 


Very cordially rows, 





eheee Seiter 








In 

2 ae production test this 143. 

cord letter and carbon were typed in 
3 minutes and 4 seconds 


What Would Your Speed Be? 


Original notes 

writing that every stenographer who wishes 
1 establish a record of efficiency should observ« 
—and it is this same practical style that ts 
quired of candidates who wish to qualify tor 


Membership in the Order of Gregg Artists 


return it, putting my watch on the desk as 
spoke. Whether she guessed what I was up 
to I rather doubt, but returning to her desk, 
she was back in three minutes and four sec- 
onds with the letter and carbon, which she put 
on my desk. There were 143 words in the LET your goal be Membership in the Order 
typewritten transcript. Date and signature of Gregg Artists before January, 1943. Turt 
were not dictated, of course to page 141 for this mor th’s test 
The O. G. A. Contest, in which many thou- 
sands of shorthand writers compete, will be 


I THOUGHT it might be interesting to you 
announced next month. Will you be ready to 


students and stenographers to see her notes 
and transcript. The notes are not a specimen enter? 
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Movement Drill 


Practice in Proportions 


=) - 
. - 
- , ‘ 62 ad 
Xx 
‘ ‘~ q ) ee, 2 
2 < : 7 Cc ce </ 2 
- Precision Practice 


- 


gc 2 ff Oo 
, ~ , —— ) ~~ a, 
Soa Aaoaaawewvwoitle- 
-2e — > a, , 


Movement Drill 


oo a oO 
7 iin 7 TF 
ra >? - o ea 
, = on oA 7, —" 


RIGHT MOTION HORIZONTAL CURVE DRILL 
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—— 


Tue Grece Wrirer, November, 1942 


HIGHLIGHTS OF 





THe 


SHOR) 


By FLORE}, 1, 


HE principal 
writing style 


daily practice can be simply 


enumerated—(1) Flue of execution: (2 
Proportion in lengths of strokes; (3) Corre. 
formation of curves, straight lines, and blends 
(4) Skillful joining of circles and hooks; (5 
Vatural slant; (6) Ez spacing between out 


tness ot style 


lines; (7) 
IT is vitally important that you differentiate 


between large circles and small, hook vowels 


f 


lines. A 


and small curves, curves and straight 


sloppy style may result in no end of contusior 


when transcription begins. It is easy to mak 


a sharp, short, 


s with downward curve: to 


turn circles quickly and neatly; and to close 
circles smartly at right angles. Legible short 
hand is as legible longhand, and 


} 


as important 
perhaps more important because 
pected to read it faster 


ship practice is as im] 


you are cx 

Shorthand 
tant as the 
Indeed, the success 


penman 
study ol 
with which 


theory you 


utilize the one depends upon your mastery of 
the other. Do not c your 
1 


correct execution of outlines alon 


mnfine penmanship t 
write col 


rect outlines swiftly 











— joe {Ne SS 


2 


er  !* ear 


Co 
_— 9 


— a ao 


Remedial Drill for Joining Circles 
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WAND PENMAN 


REF L RICH 


rn 

u j VW lH these few terse remarks, let us get 
1, ‘ vn to practice on this month's drills—pens 
> | flushed and hlled of i supply aol pencils well 


<} rp ned betorehan 


: THE PRECISION DRILL 1s offered as 


warmer-upper !" Did you develop 100 words 
t i minute on the writing exercise last mont! 
\re vou swinging off the ends ot characters 
Can you quickly differentiate between larg 
c ircles and small? Long strokes and short?’ 
“4 ‘ THE INDIRECT OVAL MOTION used 
. to make the longhand letter m, 1! flattened out 
, is the same motion as is used to writ 
shorthand. A is shorter than gq, but ts 
vyritten with the same forward curved motion 
Notice the natural tendency to make the deep 
end of the curve at the end of this overhand 
stroke. Note also that this form provides 
asier joining with other characters 
Practice the second movement drill. When 
he a-circle 1s joined betore or atter & or gq, tt 


its through the line on which you are writ 








ng part ol the irci« will then b above the 
ine and the other part below the line. Since 
s such a small circle, it sometimes will rest 
m the line or cut through, but a definitely wi!l 
ge = — ’ 
z= ' Za ° Tt ‘NS 
—_ - = ) ———5 i 
Movement Drill 
— 


~~ 





Movewent Drill for Reversed Curves 
of Equal Length 








HIP—No. 2 


Movement Drill 


CIRCLE JOININGS TO REVERSED CURVES 
a ee 


ES 


Movement Drill 


ee? ee ee 


~ - 


Precision Practice 


REVERSED CURVES OF UNEQUAL LENGTH 
a rr 
— 
=. a a ee 
SS — 
~~ 


ee A ee — 
— ae 


Movement Drill for Reversed Curves 
of Unequal Length 


Anelytical Study of Forms 
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cut the line if the curve is properly made. 
(The dotted line represents the ruled line of 
your notebook. See col. 1, page 132.) 

Observe how the circles close at right angles 
with the strokes. Study these joinings and 
practice making them until you can turn the 
circles to a close swiftly and correctly auto 
matically 


cogte 


J => g 3 


Yo will recognize the movement exercis« 
for the reversed curves of equal lengths as 
another familiar exercise used in longhand 
penmanship. Actually this exercise has mort 
relation to our reversed curves, I think, than 
to any longhand letter. Don’t you? Develop 
good control on the reversed curve blend be- 
tore joining circles 

Where the circle occurs between reversed 
curves, note that it is turned snugly on the 
back of the first curve 


REVERSED CURVES OF UNEQUAI 
LENGTH, are written, you will notice, with a 
hump to preserve the distinctive form. If you 
are careful to preserve this hump, you will 
never mistake the blend. Take gr, for exam 
ple. Write this blend with a slightly curved 
motion from the beginning. Don’t start with a 
straight line forming an angle instead of a 
rounded curve at the junction of the strokes 


EXERCISE caution in turning circles neatly 
and tightly to the back of the first curve in 
your precision practice. Compare your writing 
trequently with the published plates. After you 
have mastered the combinations, practice th« 
speed exercise sufficiently to enable you t 
Remember: Speed 
if transcription depends upon your craftsman 
A good penman 
will never have to worry about deciphering 
It is sensible, then, to 


thle style—the O. G \ 


write it in thirty seconds 


ship in writing the notes 
what he has written 
develop a good leg 
Membership style 


4 FEW DON'TS. Don't draw the char 
acters—write them swiftly 

Don’t hug the end of outlines—lift pen as 
character is being completed, and drop down on 
paper to where next outline is to begin. Thi 


is shown by the fade-out or way, taperin 
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end stroke at the end of characters. It is a 
speed secret. 

Don't put off until tomorrow practice that 
should be done today—tomorrow’s practice is 
supposed to take you still farther ahead. 

Don’t think that because shorthand is easy 
you don’t have to practice. The more practice 
and study you give to shorthand the bette 
shorthand writer you will become. 

Ignore these admonitions only if you don’t 
have any professional pride in your steno 
graphic training. 


Speed Exercise 


jaw 2D ee ee 


- 


ID 
sre 2 x Ao 


a — 
* Ss 


Callie gave her girl Maggie a ticket to the gallery. It 
will lack good clear light there. Make Alec give you 
the racket he gave Mary. A look at the great grey 
sail made me quite ill. I came to the game to tive 
Vick his cane 


If there is any word in these sentences on 
which you hesitate unduly, practice it for pr« 


cision; then return to the whole exercise and 
practice it both for precision and speed 


* . a 


> FROM a letter from Mrs. Beatrice Helmick 
Brea-Olinda Union High School, Brea. Cali 
fornia: 


ar user of all of the awards 





Besides being a regul 


presented by the Grarcc Warrer, I am an enthusias 
tic booster of them to my fellow teachers. The su 
ess I have had, I contribute in large measure to th 
nspiration the students receive in carning awards 











THE 





194) THe Grece Warrer, November, 1942 135 


November Transcription Practice 


(412 Standard Words) 


S 





X c g C al 
C 
( Ay - 4 = 4 me ¥ c c ,) 
oe 
C af 
oe - f 
c Gs ? P c + 6 —_ z 
| om a a. | 
° ( ' a) , - , = ad J — p < . are 
| # ie 
| X —r 4 tis 6, a 4? Pass ” ¢ Y Z 
| | )F (o> 
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Esterbrook Fount 


Gregg Student Pen 


Pen 


Silt 


artistry 


Desk 


Ser 


er Pin 
| 
H 


in 


i 





C REG 


Te 


O.A.T. Club Prize Awards 


touch and arrangement of one of the regular month| 
presented on pages 137 and 140 of this issu 
Junior O. G. A. Test 
From Her Sailor at Sea 
‘ > > 
c 
¢ 
A, 
\ Pa po 
} 7 is 
ef ) 
— 
2, - 
fe 
) 
? ) 
~ ; y 
> 
2 { 
~ > 
7 
4 \ 
€ £7) 
‘ 


le 


WRITER. 


like 


Nove mber. 


that 


Bronze Pin 


19k 














9k 
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November Test Material 


[All clubs of test papers should be accompanied by a typemwritien list of names to expedite checking 


aud insure wccuracy ne ul certificate \ ember p\ ' good a me mbership fests 
t Dece ber 25, 1942 
Senior O. A. T. Test Tabulation and Letter 
INSTRUCTIONS a Iype the rice st of 1s irate sheet sing the Tabulator devica (b) Type on 
another sheet, in proper rm, the covering lotter given, su vying date and ligating enclosure and identifica- 
tion initials c Siate at top of each of the sheets length o! time taken to complete it 


Mr. Harry S. Traver, 18 Main Street, present one in your folder. Please note 
Houston, Texas. Dear Mr. Traver: As it particularly that prices are now f.o.b. 
has been necessary to change our line of Chicago, Illinois, and that the new scale 
books and prices, we are sending you, ot prices becomes effective November 15, 
with this letter, a revised wholesale price of this year. Very truly yours, Mildred 
list. We suggest that you destroy the Schildt, Assistant Manager, STAND- 
former sheet furnished and substitute this WELL BOOK COMPANY 


WHOLESALE PRICE LIST 


Men ind Compositi Books 
Effective Novembe 15, 1942 Subj ec o change without 
Itic All pri d I Chicag Illinois 
Style Approximate Open Count Ruling Gross 
No ize Price 
#119 2xs End 40 Plai $4.50 
540 -3 4x 4-3 4 48 Cross 8.00 
50 5 x 5-l 70 " " 
48 3-3 4 x 5-3 4 50 " 
#481 4x6 End 80 Cross 8.76 
482 4x6 Side 60 " " 
480-S 8 xsd ? 60 ” 12.00 
480-SE 5 x 8 End 60 we " 
972-S 9 x 6 Side 40 " " 
572-SE 6x9 End 50 " ve 
660-—SM 8-1 2x7 Side 0 Cr. & M. " 


$846-B 10 x 8 Side 48 Cross 15.00 
846-—BM ” . ss Cr. & M " 
846-BQ " " de Quad. " 


K 10 x 8 Side 80-204 paper Cross 30.16 


es 
= 
Cc 
Re 


#819-—CP ll x 8-1 2 Side 60-20% paper Plain 28.00 


" " 


STANDWELL BOOK COMPANY 
CHICAGO, Illinois 
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November Competent Typist Test 


Use double spacing in typing this ten-minute test 


Fg ye laa gpa A get Fm a Nag oh Sg grmige BR gy Rag ped ar vediy hea 
mumber of strokes is indicated at the end of each line im order to facilitate counting the gross sumber of 
sia Strokes 

Machines have been much in the limelight in recent years 57 
and there has been a good deal of misleading talk about 113 
them. One fallacious notion about machines was that they 171 
cut down the amount of employment—that greater use of 226 
machines in industry meant a smaller number of jobs. 280 
Without question machines have deeply affected all in- 332 
dustry and its individual wage earners. The facts show that 393 
besides making life easier for workingmen, machines also 450 
have created new opportunities for employment and actu- 504 
ally increased the total number of jobs. In this process, 563 
advertising was a very important factor. 605 
About the time of our own Civil War our industries be- 658 
gan to change from neighborhood shops with hand labor to 715 
the modern factory system, equipped with machines run by 772 
power. From the very beginning of this movement there 827 
were always some people raising the cry that machines put 885 
men out of work. But that has not happened, for the simple 945 
reason that machine-made goods were sold at lower prices, —_1003 
more people bought them, and more men were employed to 1058 
make them. 1070 
Not long ago all window glass was manufactured through 1125 


the lung power of human glass blowers. Now it is all made 1184 
by the use of huge glass-making machines. The cost is 1239 
much less and so much glass is used that many more men _ 1294 
have been employed in the industry than formerly. At the 1352 


last census, nearly a hundred thousand persons were em- _ 1406 
ployed in glass factories. 1434 

Shortly after the war of which we spoke, the amount of 1489 
mechanical power used to operate machines in our indus- 1543 


tries was only a small fraction of horsepower for every 1599 
wage earner. Sixty years later there was nearly five per cent 1662 
horsepower per wage earner. As a result, the amount of 1718 
work turned out by each man rose so rapidly during this 1774 
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period that the value added by manufacture increased from 
$658 per wage earner to three thousand six hundred dollars. 
In other words, the mechanical power used in industry in- 
creased more than four-fold per worker, and the output per 
worker increased more than five-fold. 

~ And in the meantime, what happened to employment? As 
industry substituted machines and power for hand labor, 
the productivity of each worker increased, and the number 
of jobs increased faster than the population. During this 
same period the annual earnings per worker were multiplied 
by nearly four and one-half. 

__ Money is important only for what you can buy with it. 
What you buy is important only for the satisfaction it gives 
you. And greater satisfaction is the only thing that is im- 
portant in getting more for your money. 
~ That is why the service of advertising has been so helpful. 
Merchants and manufacturers have advertised primarily to 
sell their goods, but in the long run no advertising can be 
successful unless it helps the consumer to get more for his 
money. The most important business job that each of us 
has to do, next to earning an income, is to buy the best pos- 
sible living which that income can afford. 

On all sides, industry has offered its wares, presenting an 
enormous show window of everything that money can buy. 
Nothing is overlooked. Beans, movies, garters, automobiles, 
oranges, refrigerators, fishing poles, asphalt paving, and 
correspondence courses, all these and many new gadgets 
will be available to the public again after this war is over. 
You will again decide on what you want and spend your 
money to get it. 

Advertising has also put identifying trade-marks on food, 


clothing, and nearly everything else you buy, standardizing — 


the product of each advertiser. If you like a certain brand 


you buy it again, and if you don’t like it you avoid it—the 


trade- mark tells the tale, and advertising put the trade-mark 
on the goods. If you want to be sure of what you're getting, 
you buy a a well-advertised product, made by a manufacturer 
in whom you have confidence. 


2579 
2640 
2697 
2757 
2817 
2873 
2933 
2977 
~~ 3037 
x 193 
3154 
3213 
3268 
3331 
3385 
3403 
3461 
3520 
3581 
3642 
~~ 3704 
3766 
3824 


3852 
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Junior O. A. 7. Test 


INSTRUCTIONS: Type evenly, single spaced, with even margins. Type the heading in caps. Write at the 
top of page the number of minutes it takes you to accomplish this assignment 


OUR THANKS TO YOU. Suppose you We testify that facts prove the cor- 
were in the business of publishing a short- _rectness of the theory in this matter. We 
hand magazine used by a big percentage like the orders—keep them coming and 
of the teachers in something like ten you will keep us cheerful even though 
thousand schools; suppose that a week we have to work so hard that we have no 
or two after school is open in the fall time to play golf! 
most of these teachers got busy and sent What we started out to say was that 
you nice, big subscription orders, re- every one of these orders deserves a per- 
questing that since they needed the maga- sonal acknowledgment. We should like to 
zines as soon as they could get them _ be able to write one, but since that is a 
would you please see that the subscrip- physical impossibility, we ask you to ac- 
tions were recorded at once and first cept this printed assurance of our heart- 
copies mailed without delay. You can see felt appreciation of the assistance you 
that by the time schools all over the’ are giving us in extending the circulation 
country got well started, things would be- and influence of The Gregg Writer in 
gin to get pretty lively around your maga-___ the field where it is intended to be of 
zine office, wouldn’t they? service. 
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Doris M. Therres, St. Peter's Maria Inmaculada. Panam ; Michig an College, Oil City, Penns 
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Treva Reaver, High School ‘ollege, Erie. Pe st pte ning ye perlia + moerG, Angel tsuar 
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James Brady, St. John Cathe- Eugenia Sharrow, St. Mary's lane Peeor, St. Rose High Jean Merrill, High School 
dral High School, Milwau Academy, Milwaukee, Wis School, Lima, Ohio Silver Creek, Nebraske 
kee, Wisconsin consin Alice Newhelser and Patricia Florence Rewolinski, St 

Violet Clarich, High School Betty Harriman, High School Kelly, St. Patrick's Acad Stanislaus High Sch 


San Pedro, California The Dalles, Oregon emy, Washington, D. ( Milwaukee Wisconsin 
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142 THE SHORTHAND REPORTS 


GROWTH OF OUR PROFESSION | 


Why our National Association was organized; the educational 
d a) 
| advantages it has to offer today to the reporter, young and old 


TH 











By CHARLES LEE SWEM 

Official Reporter, New York Supreme Court , 

' 
LMOST fifty years ago, a group of short set out to build a recognized and responsible 
hand writers, consisting of many of the profession. That they and their successors 
outstanding reporters of the day, a have succeeded is indicated by the fact that 
number of business college proprietors and today the national association is a representa- 
teachers, and at least one shorthand author tive organization comprising in its membership 
(the editor-in-chief of this magazine) met in one-third of all the practicing reporters of the 
Chicago and organized the National Short- country. Most of the state associations ar 

hand Reporters Association. Up to that time either affiliated with it or have national chap- } 


there was no nationwide association of short- 
hand reporters. Shorthand reporting up to 
that time had hardly established itself in any 
permanent category, professional or otherwise 
The courts generally, while taking increasing 
note of the advantage of a verbatim report of 
trials and court procedures, had not yet 
throughout the country created the official re 
porter, and for the most part where the re- 
porter did exist in the courts, he was brought 
in and paid by the litigants themselves 
There were, however, great names in re 
porting and fast writers who could do verbatim 
work and who felt the need for organization 
an organization that would mould into a pro 
fessional group with unity of interest and 
purpose, the new craft that was coming up 
helter-skelter. For reporters then were even 
more pronounced individualists than they are 
today. Reporters became reporters in thos« 
days by a course of conduct and study that 
was peculiarly personal and by circumstances 
that had a great deal of the accidental about 
them, the result being that the finished prod- 
uct was almost entirely a self-made job, with 
all the virtues and faults characteristic of such 
a product. Reporters like delicate, individual 


ly turned motors, with nontransferrable parts, 


that resembled other motors in name only 
Their system of shorthand even, though called 
by the same name, differed as the characteris 
tics of the writers differed. There is much 
of this individualistic attitude still present in 
our profession, for while today we have be- 
come more standardized in our methods, yet 
so much of a highly personalized effort goes 
into the making of a well-rounded reporter 
that I believe it will never be possible to turn 
reporters out on an assembly line, even to the 
extent to which that process is applicable, for 
instance, to lawyers and doctors 


Now, out of this field of largely self-made 
individualists the charter member group oi 
the National Shorthand Reporters Association 


ters working in conjunction with it. It is fair 
to say today, after almost fifty years of en 
deavor by the national association, in conjunc- 
tion with state effort, that we are rapidly tak 
recognized 

Reporter 


ing our place as professionals 
Certified Shorthand legislation in 
many states has actually given us professional 
status by statute, and when the legislative pro 
gram of the N.S.R.A. reaches its full fruition, 
as we have every reason to believe it will with- 
in a few years, if not sooner, that legal status 
will become national. 


THE national alone took the 
highly contentious and chaotic matter of short- 
hand speed and by its national contests set up 
definite standards of verbatim reporting higher 
by far than ever existed before, a standard 
that has since kept pace with the growing 
needs of the times. On the educational side 
of reporting, there has never been a dearth 
of well-trained, educated minds in the national 
organization who by their active leadership 


association 


have been the professional guides to the young 
reporters coming yearly into the profession 
The itself constituted a 
training ground and school of professional in 
struction that cannot be 

Not to omit anything in this brief résumé 
of what has been accomplished, there have been 
controversies that threatened for a 
y good that the association 


association has of 


overestimated 


system 
time to obscure ev« ry 
was accomplishing, and there have been organ- 
izational fights not goes on in 
every association that is vigorous and alive. | 
have never felt that the system controversies 
did us any real harm as While 
they lasted, they made us all more conscious 
whatever its 


unlike what 


a profession 


of our reporting instrument 
brand, and in our efforts to prove our respec 
sides, bet- 


tive contentions, we became, on all 
ter writers and better exponents of verbatim 
reporting. Today the association is accom 
plishing pretty much the 


without rancor os 


same practical pur- 
strife, by means of 


pose, 
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Medie ‘alDefinitions No.7, X- ‘ay Burns 


ourtesy of the National Shorthand Reporter 
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system clinics and proficiency certificates, and 
the tolerant appreciation that a reporter ts 
still a reporter, whatever his mode of writing 
there are a few mossbacks lett, a 

1andiul of Bourbons “who never torget any 
thing, and never learn anything,” but the pres 
ence of such only establishes by brilliant cor 
trast the fact that the N.S.R.A. is today a 
poly-system organization, without tavor tor or 
1! 


prejudice against any skilled method ot re 


porting 


WHICH brings me to the point of this arti 
cle—tor every article must have a point, even 
though it is essentially historical. For Anny 
vears many readers ot this reporting pax 
1ave been members of the N.S.R.A. and hav 


attended the national conventions, where w 


have met and threshed out reporting outlines 
in the clinics and where we have all benetitt 
in a protessional way \ great many ot our 
reporting phrases and outlines that are 1 


standard have been promulgated and discuss 


tor the first time in the national clinics, w ‘ 
from the youngest reporter to Doctor G 
imselt, all have taken part in the matcl 
outline against outline and phrase against 
phrase The clinics of the national associa 
tion have become by far tl most popular 
‘feature of the convention program, for there 


e true spirit and love of the profession has 
wind its natural vent, a vent that in otl 
vears too often tound expression in controversy 
ver system and other extraneous matters. | 
nany years now the shorthand clinics have 
been the proving ground of new means and 
new methods, to the benefit of a 

rbatim reporting 

| repeat, that many wt the readers of this 
page have for many years been part of 
national organization, have attended the na 
tional clinics and have received the great 
benefit that a national organization can giv 
Others have not. Many—and we are flattered 
by the thought—have found this page sufh 
wnt tor their needs, and we have indeed 
striven, trom the editor-in-chief down to the 
scribbler of these arti les, to make this depa 
ment of benefit and of interest to the Gregg 


t 
t 


reporter, but there 1s no satisfactory substitut 
tor national organization, for the interchang 
# ideas among reporters in various fields and 
vith varying experience to contribute for th 
benefit of all. No one person in any field 
knows more than a tiny fraction of the sun 
total of the knowledge and experience ot all 
persons in that field 


TODAY the National Shorthand Reporters 
Association, in addition to its war endeavors. 
is engaged in a unique and effective educa 
tional program for the benefit of all reporters 
In the pages of the “National Shorthand R: 


THe Grece 


porter,” the official maga 





WRITER, 


November, 


ine, it is conducting 


courses in English, law, and medicine, moulded 
to the especial needs it eport ilready 
active practice as well as t youngster st 
entermg the held Articles written by iding 
members of the professiot " sing 
Educational Committes tl association aj 
pear monthly in all three subjects; the articles 
on medicine being of especial bencfit bot 
icaden ically and is Ss] i materia’ 
Thev are couched. f t st part. In ques 
tion and answer tort t speed practice as 
vell as for study, and ver the enti ‘ 
of the nomenclature f medicine 1 mal 
best suited to the needs t ort 
I PERSONALLY b tt ‘ 
reporter, whether he | h-ginne 
writer ot vears t i bette 
practitioner tor belonging t! lat na iss 
ciation and benefitting ts activities, bot 
by way of the national g | by pa 
ticipation in the clinics. If y i i mie 
already, let's look eacl t it tl next 
convention clinic and s ve vent a me 
phrase or outline to exchange. If you are not 
a member, that can be easily remedied. Sen 
your application for members t e nationa 
secretary Mr Lous G Ist 150 Nassat 
street, New York 
. +. moe N _ 
Medical Definitions. No. 7 
X-ray Burns 
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>» CULTURE is then properly described not 
as having its origin in curiosity, but as having 


its origin in the love of 


study of perfection.—Matt 
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WHo’s WHO IN SHORTHAND SPEED 
Diamonds for Two Pretty Girls and a Yeoman 


Reports EXAMINER A. A. BOWLE 





{rline Kuhl 


mual VU. G \. 4 itest; winner ol a 
typewriter tor first place in a series ot 
mthly speed typing tests; and now winner 
f the Diamond Medal 1 writing shorthand 


it 200 words a minute tor tive consecutiy 
minutes and transcribing the material with a 
racy—that’s the winning record of Yeoma 
umes Kubik, ose picture greeted you wit 
cheery smile as you turned to this pag 
Mr. Kubik is stationed at the U. S. Nava 
Glenview, Illinois, 1 
ilgine is protessiotr He egan studying 
shorthand at tin Cheney Hiel School 1! 


Youngstown, Ohio, with Miss Ida Cohen as 


instructor, and obtained his speed training at 
(,reve ollege. ( hicago He's had a numbet 
t stenographic positions since that time, in 


' 


e packing industry of the Windy City 

While in high school, he was advised t 
arry on with shorthand as a protession; th 
ase with which he acquired skill pointed the 
ay for him At the time he did not know 
vhat a court reporter was or did; but having 
mce had the matter explained to him, he 
thought it was a mighty good profession to 


} 


ollow. So he took the advice of Miss Cohen 


However, “When I was graduated from high 


school, economic conditions appeared to be 


about as bad as they could be, so my chances 
to study at a college were remote. After sev 

eral years of patient waiting and struggling, / 
managed to get to Chicago, secure a steady 
ob and enroll in the reporting course at Gregg 
College.” It was not long before he passed the 
160 official test, and the 175 came easy—he 
Like practically 
all other aspirants to high honors in shorthand 


qualified on the first attempt 


he found the going tougher as he approached 


Kubik 


Vinna Turnbull 


the Ingher speeds; but he stuck to lus guns 
pen and notebook, in this case) and now hx 


] +} 


s the proud possessor of the Diamond Medal 
Yeoman Kubik had planned to get int 


1 


« shorthand reporting business after that 





accomplishment; but disturbed world condi 


ms decreed otherw 1s¢ Believing that he 


mld best serve his country in a capacity 
here his acquired skill could be used most 
flectively, he enlisted in the Naval Reserv: 
ind was assigned to the aviation base at Glen 
view, Illinois. During the first few weeks of 
is enlistment, although he was assigned to 
take the Courts Martial trials, there seemed 
little of that work to de because, as he said 
parenthetically, “most of the offenders plead 
guilty ; theretore, no evidence needed to bx 
resented for or against them.” Not much 
shorthand writing was necessary, at the time, 
but the fact that he is a whiz at typing, too, 
iound him a useful place because, with the 
establishment of certain new sections, a great 
deal of typing had to be done—and done quick 
ly. So, tresh from winning a typewriter for 
his prowess with the machine, he lost no time 
in accomplishing the typing task set him 
Aside from his work, 


pitching, and bowling 


he’s all for horsesho« 
\t one time he becam: 
lunior Champion of Youngstown. But | 
don't know where the Navy's going to get 
horseshoes for the lads to pitch, any more 


INNING the Diamond Medal was worth 
all the work and the few sacrifices | 
made to get it,” said Miss Arline Kuhl upon 
being awarded this much-coveted award 
“There were times when, feeling discouraged, 
I considered the eight months I was spending 


at Gregg College as a sentence at hard labor 








But i King Dack I t 1 } I 
shall remember them as s ‘ t 
andl 1 t |] table mnt 
haps it a {[ was y 
detinite i i liss | yvanis Sct i \ 
\\ k I yet SO a \ 
weve got the Dia nd M i 
porting ability that it stands tor 
Miss Kuhl first attended Bangon Hig 


\ 


Nebraska, 


secret 


chool, Omaha 
initiated into the 


Mrs 


Kendall and Carried a 


words-a-minute stage by Mrs t 
ame study in night school at t \ ty 
ot Omaha. Here she reached t 

minute mark, and after that went on to ¢ 


cago and the Diamond M 


Miss Kuhl tells me that s feels 
regular pioneer, for she was t first g1 


do reporting at the Great Lakes Naval Tran 
ing Station. She 
Courts Martial proceedings. Perhaps it is t 
Naval influence that makes her 

ing the Morse Code; but I’m sure it can't 


Was Called 


influence th makes het 


at I 
horseback riding. Maybe she wants a al 


naval 
trom the nautical 


HE other I 
month is Miss Minna Turnbull, w \ 


her Diamond Medal at the John Hay Hig 
School, Cleveland, Ohio. She placed first 
the 150-words-a-minute shorthand cont 

the Commercial Contest at Chicago in 194] 
She placed second in the 120, and t 

the open dictaphone ymntest Iwo y 5 


viously, at the : 
Turnbull won third place in the Nov S 
hand Contest 

At present, Miss 


Turnbull is employ: 


secretarial capacity to a lawyer of a bank 
Cleveland. She obtained her first job with t 
bank as stenographer shortly after graduati 
trom high school and was promoted t 


present position 
While she 
skating, bowling, and swimming as_ hobbies 
and sports, Miss Turnbull inserted patri 
ly in the questionnaire submitted to her, “Knit 
ting for soldiers,” as the first choice of het 
present-day hobbies. It is the 
swimming that she enjoys most 
first 
swimming contest, but who wants to come in 
first? Coming in 
Much 
Turnbull gh 
Let us quot Miss E. E. Hess trained m« 
and coached m« 
school and one year of 


recently 


enjoys to the nth degre 


exercise or 
She has neve1 
splashed the 


water to a place in any 


last you get a longer swim! 
of her success in shorthand Miss 


credits to her his school teacher 
three years of high 

\ night school. If i 
hadn't been for her, I doubt whether I woul 
have done it—she kept me 
spirits high.” 


be 


going and my 


champion in our group this 


Tue Graece Warren, November, 194% 


Like all eg i citizens Miss Turnbull con 
t tes tot \ c t st as she sent he 
eu to us she gay t b l to tl 
x { sss. Have y t ite your pint 
wet 


Statement of the Ownership, 
Management, Circulation, Ete. 


Required by the Acts of Congress of 
fugust 24, 1912 and March 3, 1933 


Ot Tue Greco Wr . shed monthly, except 
July and August t N k, N. Y., for Octobe: 











» ‘ nn t 
( \ York } . 
I n and for the State 
! y peared Guy 5S 
I g t s ma rding to law, 
ses and says that he is t business manager of 
Tue Greco Wr rn and that t following is, to the 
t of s kr p i at statement of 
I laily paper, 
‘ : $ it n for 
S l by the 
\ \ sa y the Act of 
M emt s Postal Laws 
R $ revers f this form, 
I t s a s of the publisher 
x ! is ss manag ar 
5 | G I shit ( pa 7 
M \ N York, N. ¥ Editor, Jot 
R G M \ New York 
} M g | Bus ss Manage 
G S J M \ New York, N. ¥ 
I ‘ it a poratior 
s s state ar also im 
, T . s sses t 
Ss b S ! € t n 
t st l ¥ ! a corpora 
and s t lua Ww 
$ lf i iy y, of 
¢ . n 














I | S$, mortgagees, and 
. ning t ling 1 per cent 
ri f tot : f nds, mortgages, or other 
a ‘ If ther re none, so state.) None 
4. That t two | gt next above, giving the 
wners stock lers, and security 
- contain not nly the list of stock 
security lers as they appear upon the 
. e company but so, cases where the 
h s or security holders appear upon the books 
t as tru n any other fiduciary 
relation, t name of tl persor r corporation for 
whor tr ‘ S s given; also that the 
said g hs t tatements embracing 
ifiant’s full knowledge and belief as to the circum 
stances c litions ‘ which stockholders and 
security lders w do rt pear upon the books of 
e company as trustees, hold stock and securities in 








a capacity other than that of a bona fide owner; and 
this afant has no reason to believe that any other 
person, association, r corporation has any interest 
i t or indirect in the said stock, bonds, or other 
s t t is Ss 5 } t l m 

That the average number of copies of each 
s s publication sold or distributed, through 
t or otherwise, to paid subscribers during 
the lve months preceding the date shown above 
is (This information is required from 


daily publications only 
Gur S. Fry, Business Manager 
Sworn to and subscribed before me this seventh day 
of October, 1942 


(Seal) Mazcarer E. Zeseriz 











(My Commission expires March 30, 1943) 
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Automotive Ingenuity Tackles 
a Cannon 


From “Clement Comments” 
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What Can We Do? 
rat Cam e DO: 
By J. Marshail Hanna, in “Business Education Digest” 
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! Origin of American Military Insignia 
| Designating Rank 


| Prepared by the U. S. Army Information Service 
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Graded Letters 


By CuHarves Raper 


Written for Use with Chapter Seven of the Manual 
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Graded Letters 
By Ciara BEARDSLEY 
Written for Use with Chapter Eight of the Manuai 
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Letters 


By Kare J. Morton, E. Emma EicHecpercer, and CLARA BEARDSLEY 
Written for Use with Chapter Nine of the Manual 
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opyright, 1918, by Mary Roberts Rinehart) 
Reprinted in shorthand by permission of Farrar & Rinehart 


Concluded from the October issue) 
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Gray,” said the pretty 


You will write, won't you?” 
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Gas Masks. Helmets in the Cellar 


{ reminder to us all to “Get into the Scrap” 


From the “Evening Bulletin,” Philadelphia, Pennsylvania 
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Special-Form Review Letters—III 


Drill on words in the Short Vocabulary of Chapter Twelve 


By JANE H, O'NEILL 
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me GRrece Writer. November, 1942 


Aetual Business Letters 


Sales Department Correspondence 
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Tue Grece Wrrrer, November. 1 


By Wits and Wags 











